Maine
DOE Maine Educator Information System (MEIS)

A Guide for Superintendents

How to assign a district chairperson to your district

1.) Log in to the Maine Educator Information System with your credentials.

X Maine

Department of

Education

@ Home & Links And Docs

Welcome to the Maine MCIS sign in page.

Username: Samuel.Superintendent
Password: sseseeess

Sign In

‘r Are you a new user? Click here to create an account.
“= Usemame problems? Click here to recover your usemame.

r
) Fasswiord problems? Click here to recover your password

2.) Select the “DSTSUP - District Superintendent” role.

Welcome Samuel Superintendent - Sign Out

*Moine

Department of

Education

ARSI & Your Account & Links And Docs ¢ Sign Out

Home
Maine Certification Education System - TEST

J DSTSUP - District Superintendent: Lewiston Public Schools (01250) |¢

3.) Select “Set up District Chairperson/s”.
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4.) This will bring up a screen that shows you your District Chairperson Assignments and

s View AMdavit Requests
. Cich 2ere 0 anbomd 20d vee Yiauer aod Enoiryment afidaad mausst,

I So' Up Dmr-: Chorporson(s)
Chok beve 10 re e a0d uodate voar Salrcl $NI00ENCN MaGeme

allows you to assign a new District Chairperson/s. To assign a new District
Chairperson/s select “Assign a District Chairperson”.

Please Note: Oustrict | Lowsie dl M Search

a charperson 10 a dstrict is allowed by District Scpenntendent and DOE staff memiders (upon request on a specific distnel's behalf) Chairpersons that are assigned on this screen wil
have the authoey 1or that charperson’s assgned dsinct 10 approve endorsements for renewal, upgraded cenficates, or Altomate certficates Dased on requeement stats at e b of
recomepadation

When 2s80ning 3 Chasperson it i important 10 mark aach ared of espoasddty. Teacher, Admenstratve. of Education Tochmcian The charparson will only have Be abdty 10 recommand
aducatons for ahach thiry were Assgned recommgodeg authorty

I the charpencn bang added already hus an account in the MCIS system than @ will automascally be assgned B charpanon role for Be assgnad dutnct If the Chaeperson bang assgned
does ot aready have an account in e MCIS system then the chasmparnson role will be automatcally granted 38 5000 33 e IOon SCCoU 18 3ssocatad with an educator i the MCIS database If
the charparson shows Wasng” under Logn Account i the table balow they will need 10 be noted 15 create a logn account st B5e MCIS 39 n web page

ASSign 8 District Chaupeeson ||
Urdate info
Qe
5.) Select “Find Educator”
Add District Chairperson Assignment
District: [Lewiston Public Schools v *

Educator: ot vet Assigned | Find Educator <: :

Teacher Chairperson: [
Admin Chairperson: [

Ed Tech Chairperson: [

Cancel Submit
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6.) Enter the Educator ID, NEO Staff ID or SSN for the desired District Chairperson. Please
be sure to also add the Chairperson for the Superintendent’s Region so they can

recommend administrator renewals. Select Search.

Please Enter the Educator Search Field(s) and Click Search

Educator ID:
NEO Staff ID: |[seasss

SSN: I Search I<j

Cancel

7.) The name of the individual should appear. Select “OK”.

Please Enter the Educator Search Fleld(s) and Click Search

Educator 1D
NEC S D sessss
SSN Search

[t toucaTon | <3

ED[E] e

8.) Check all that apply (Teacher Chairperson, Admin Chairperson and/or Ed Tech
Chairperson). Select “Submit”.

Add District Chairparsen Assignment

Debrael: | ILgraralon Pulihe Sehools " X

Edusaler  pryy CDUCATOR Find Educator *

Teacher Chairparson u¢
Admin Chasrparson n ¢
Ed Tech Chasrparsce: [ {::]

caxcet [Subene ]33
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9.) At this point you will be brought back to the “District Chairperson Assignments” screen
and should see a “Record saved successfully” message at the top of page. Please note
that if it reads “Missing” under “Login Account” then the district chairperson still needs

to create their account in the system.

Record saved successfully.

District Chairperson Assignments

Please Note: District: | Lewiston Public Schools v | Search

Assgmng a cha:rperson to a district is allowed by District Supenmendenl and DOE staff mernbe(s (upon requesl on a specific district’s behalf). Chai that are assigned on this screen will
for that 's assigned district to app for pgraded certificates, or alternate certificates based on requirement status at the time of

recommendauon

When assigning a chai itis imp to mark each area of responsibility: Teacher, Administrative, or Education Technician. The chairperson will only have the ability to recommend

educators forwm:hiheywem igned ding authority.

If the chairperson being added already has an account in the MCIS system then it will ically be assigned the chai role for the igned district. If the chairp being assigned

does not already have an account in the MCIS system then the chairperson role will be amomau:ally granted as soon as their login iated with an ed in the MCIS datab If

the chairperson shows "Missing™ under Login Account in the table below they will need to be notified to create a login account at the MCIS sngn in web page.

District Chairperson Assignments Assign a District Chalrpanonl

D2 Eusthame {2 pistrict Teacher Admin TS LooinAccount Createinto Update Info
View Edit 000001  ERIN EDUCATOR Lewiston Public Yes No No Missing Samuel.Superintendent Samuel.Superintendent Delete
Schools Apr232018 3:.43PM Apr232013 3.43PM
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